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ol andzthose affecting OCD operations. A subject“breakdown
,H‘mpleted to date is shown below. This breakdown points up that
‘ within the Branch in many instances have'not been within '

,Functional Total Req.  Control ﬂ,;ﬁ

?Study Assignment Studies Diﬁ;fStﬁdiES' tudies

l. To check timeliness

and adequacy of CIG- ~ s T (All future
produced intelligence - Survey Div. 1 1 a3 studies)
2. To determine ”ec-i :1 ‘

urity status of e

recipient 2
3. To develop ‘policy

and procedures for

dissemination kL 3~ 1

L. To ascertain require~ -
ments of Ped, agencies
- for particular CIG

services § Survey Div. 12
' S N
" B. To. ascertain gen'hf S :
eral requirements of - 3
Federal Govm't’ d ORE Survey Div. 1

-6, To. ascertain reg--
uirements for services o L
other than CIG R Survey Div. 30

7. To determine eéi:-M Coi%%f“ian o o W,ml‘, Sevinss, yo
by “E';

,otent}*a:_l_ fe 5w/  Bratrch 1 —
/s’--) 4 'wj‘“’“v‘ 3?"’ Gl 4 A
8. To resolve miscel- Outside of ééhvaeiﬁzéal%%745dfeMv 72:7“”“’““f?“‘/
laneous problems  0CD juris- . /45/wsw4~a»ora o —97%¥<c~435%~5? p
’ diction 3 2

Total 30° 14 18

¢y and Control Bivisions jointly participated in two studies
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: s S bl Ingiieac B —, 4 :..”.*;Z‘ ! el b < i/ '}
RESPONSE T0 A COLLECTION DIRECTIVE N U s o — - mssj ATION o
T i L‘tsw,._‘ R R P . JIncoming | . _ Ticket: Amtgoing w.‘.‘I..oan.,. Reader - Ty-p Clerk -
I P S ...l .Clerk | Clerk |  GClerk Clerk , B AR
i
1. Receives from Centrpl mail L
S
. 2, Date and time stamps
g
1 —
3. Assigns| CIG number -
| |
w1 hs Atbaches loan slip showing: ; | |
a, date to be returned |
b. CIG| number |
¢. agency number i !
; |
5. Places in tray. | ’ i
: i ! ;
i 1 )
; i ‘
|
i \ ; , ‘ l
6. Identifles clG number security iclassifi- ! > . ¢ i : (
cation, |source, date recelvsd number of i : I i !
copies, [number of enclosures, transmlttlng > . “
agency, idate of document, agency number, i 3 ? ‘
——J\lb,;e&,—RD—number-,—lom tat s Tt e
| ! !
. 7. Prepares form 35-2, |[Files Slip AU i
| i i | |
© 8. Staples |four copies [35-2 to repqrt o A 1
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9. Clips one copy 35-2.
transmitls to loan cl

on_top.(If .document{ __._.___ |
erk) :

10/ sorts fbr Readeris.

desk e

'11. Places in appropriel

Transmits to Loan Clerk

ate tray

i 12, Messenger carries t

b Reader's desk . ] i O Types one cbpy 35-2

- 13+ Chekes 35-~2 for acce

. i ‘ <

iracy | ” Files by CIG number, Carries
! : materlal to Reader :
. | ! |
' I

l;

114, Pulls

RD and CD fron
i .

i
i
H

'
|
I

! :‘

n file ! | \'/ !
: : | | : i i

! | N !

——

RD and QD:

|
:15. Reads and analyzes reports compa:ring against . E i
E ]
4

a. checks fo
b. checks fo

|
i \[ /s

: 1
*l( Determmes loan or

. i ‘ retention date
r completion of CD | |
r completion of RD i i :

16. Fills ig RD and CD

} ! | !
| | ! 3 i"/ dicates on 35-2 and

l o ; o 1 “Loan Slip, ﬁD and DBBZ
| ‘ 5 |
| , ‘ -
i i . B
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: ! , .. ‘ T z
o j - SR ‘
b ! INFORMATION DISTRIBUTION UNIT prssmmATION Frabcs
L f L :
i S i Incoming | "Ticket | Outgoing’ Loan Reader Typist Clerk
IR —Clerk Clerk Clerk Clerk
17. Fills|in DB Form 32, "Pransmittla Worksheet" S I ' O
|
18, Clips|RD and C~ add From 32 wilth report and places in
. in out tray
! ? \ i
i
I . o N
Typist picks up at 3 hour intervals
; ! -
I 20, Types lappropriate |letter of transmittal j _ l’, : T
E; in four copies j | /,» -
1 i ! ! ; ! S ;
1 . .
i ! . /\‘/
1 21, Returns to.Reader, 1 (//:
| i | i
| s

Inspects and initials

i 23.

Puts in out box

Typist picks up at % hour inte

carries to Control Clerk

rvals and
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25, Pulls

master RD file

10,

" if Res

i
I

26, Compares material
ader's action qorreqt

against Rd Yo determine |

e — ..

a.
b.
Ce
4

27. Prepar
~ Distrd

Loan: Slip

res outgoing
ibutiom Unit

original lef
material to

Adeguacy_an
quacy

papers for thlfomation

ter of trangmittal
be transmitted

Timekiness |Check Sheet

'28_. Transs

sits to I.D.U.

<

>

T

29. Compl;et.es OCD copy of RD

I

@“Q"! O

30; Assemﬁlés och copy of RD:

-9
be.

OCD copy of {RD and CD
ce Letter of Transmittal i

31. Destn])ys delinque

i

nt sheet in folder !

32, Puiis
file

cc delinquex?’c sheet from suspense

—t

|
i

éw_O(ﬁ_,
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33, Destrfys suspense|copy T e 1!i-:--!-.li .
= . Incoming | Ticket oswmo.wb.m Loan Reader Typist | Clerk m o i
Clerk Clerk Clerk | Clerk’ : | T mn%bm.ﬁﬁ.

4, , Staples E.mmmﬁ._bm.wos copies of RD and CD
134, Staples ! : : & and d

- gpd Transmittal Sheet in file|folder

! 1

0002

o
135. w.wnmm date closed on right hand edge
71 @f file folder ) C
-— ,

}

A0001

“wm«. Qﬂomw one copy of Trmmsmittal Sheet in’
M,:.oso file , . ' C

51-00049A000100020002-4

S |
o I |
— | ,,
T
g 103 .
N B IS i - ‘.. 1
, es last four colimns”
e . ! V.
. ® ﬂ_ :
39:gfiles folder “, ks
o . m : : : —
L. : | : S . : : U S o
bodmmbamﬂ loans actions to Loan Clerk VY . , T8
o . M i “ L : .
: W W ,, e D Receives from outgoing clerk f.oi m
‘s | | | ; h (o)
oy ﬁ i i ﬂ * roll
| ! :
< m — DR 7 SR Py a1 A
11, Transposes disrtibution to 1lst cc'35-2 ! : H.Nmaoﬁwm original u.m..m for use ;
w “ . ; O : _in I.D.U. source file , 4 '
s ! j E ~, o]
: N _ Coo R Co oo v [ - A AR v A A & - m
= ! ! : : : : ; NALAS B 2
= ; ; H M =
@ w : : K ] Pulls loan kopy 35-2i 'c
’ N.M\vwhﬁp.ﬂmm onwmﬁwmﬁmmlm for use in source o : ~ g m 124 P ©
: file . m o S : . 0 V ” k N
M : w ,
: : ; B oo AR :
- 43, Sorts copy of report in acco rdance with _ . . : : Wm%wmowm”m%&%WMfcﬁ lst ce. ¢
© ° indicated awmwa_ﬂcﬂwoﬁ : o : ‘ " w - ’
B B w i .
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" LL,. Prepakes 'consdli&ated‘ receipjb oo b S ST S o

copy 35-2 and suspense

Transposes Histribution| to loan

date

45, Packages for dellivery

T

file

Places loan| copy 35-2.ih suspense

R
i

¢

" 46, Places in .outbox

Sorts copies of report
ance with distribution

fin .accord=
indicated .

,
|
[
J
l
:
I
t

packages for delivery
! Places in oltbox ‘

Prepares .consolidated receipt and
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k-.]-nalylu for quuﬁﬁn. camciseness of
requirement, deadlime dmie, oia,.

5. Oarries to Chief Surwey Division

6. Reviews to determine 1f survey action
necensary:

& Assigns to Intelligence Offiocer

i
». dosists reguestor in specifically ; m
defining re rement i )
ne N
c. Revises 60-2 to reflect change

i

d. Hands to Chief Survey Divsion

7. . Initials 60wl to indicate spyroval

8. Bends to Administrative Assistans

-
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Sanitize

100 OF
mPIEREE DIRECTIVES A¥D

GOLIZCTION B 1VRY..

of§108 OF COLLECTION
DISSEMINATION '

1. Recelives Collec%ion Request (60-1)

in mail -

2, Time stemps i

3, Oarries to lﬂnﬁﬁ. Assth.

R —
{

b, Anslyeee ¥ fapEtéation, emxmm-b#
S Treweny, Geadiine dato, oo
EGCIOR 18- 100 Lt
m'xw end yoinis:
3. carries 0 xss't. Chief Survey Div.

. ysest deternines information
needed to clarify request.

é, Hands to In_t.olngence officer |

T 8. hssists requestor 1o -'pecifieaﬁy '
fgiﬁﬁhg requirenent t

g Bends T aeatt, Onlef, Survey DiT-

. Assigne ber and aymol to g0 on i
Requirement pirective Form 60=

5

e

£ Garries to Sontrol Clerk

7. Eesnds 0 intelligance 0fficer for
gecurity cluslﬂcu.ion review
g, Analyzes: )
It not cissaified correctlyi
[o;;gg biue lipes and pointmi . — .
5. contacts requestor and resolves
cisssification problen

T changes G-l to reflect Tov
: classification

3. Initisle and Tands o Gontrol Berk

o

% 19. types 5 copie‘n”fom 60-2

11. Begrégates imko § sets of 60~1's and
o0-'2-

e T PR

2. gxtracts one get for owh ase;
Follow blue lines and pointsd

a. ehters in {oz
= 2

b, enters in ecard file i

o files set in —scoFd DooE to be t

‘.anorpornwd with CD and RD when
returned frov Diegemination.

-
13. Oarries %o Lamin. Aes' te

34, Beviews foT accuaracy

25X1A%a
15. Card es to snd waits whilet
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1&. Beviews and initials

~19. Hands to Adnin. Ass't. who carries to j
...0ollection Branch :

o 4

- @ Adnin, Ass't. advises Control |
Clerk of clearance of RD

c. 7Prepares acknowledgement and haﬁﬁ
. w to Xdpin. Ass't,
: o .

'd. c;:mtrol Clerk mails

- g S e ———— i 05

/ 20. Receives 4 coples of RD

21. Checks for correct initials of | Req. Br.
Chief, signature of Dep. Ass't. Dir. of

OCR, correct number of coples. = . .
22. Date and time staxzps

25, Detaches OCD record copy of RD and
g holds for later use irn making subject
e —4rdex-—card.  -Upon completion forwards
RD to Dispatch Clerk.

24, Carries 3 @piel of RD to CD Polder
Clerk

1

*55. Receivés 3 coples of BDV
fo

26, Tags folder with RD number
/6

27. Attaches Collection copy of RD to ingide
/D of folder

28. Attaches form 60-5 (Collection Plan)
/0 to ingide of folder

29. Bnters requestors name, branch, RD #,
/o deadline date on 60-5

30. Stamps classification on folder
o

‘‘‘‘‘

31. Attaches expedite card to folder

.:” %

£

32. Flaces 2 dissemination coples of RD in.
‘o CD Fol d-r.

Makes Iocstor car
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34, Flaces locater card in folder
/O '

35. Carries CD Folder with all enclosurses
to Chief Comtrol

36, Receives CD Folder from CD Yolder
Clerk .

37. Bxtracts 2 Dissemination copies of RD
and hands to OD Record Clerk to use in
-€D-Record-Sards. —Hpon
jon the CD Record Clerk gends these 2
cogles to Dispatch Clerk.

38, Analyzes to dstermine nature of request
poesidble location of material, and

e
S SR R ”
-

clarity of requirement, and procure-
ment officer to whom #it will be sent.

b i?

30, Enters précurammt officer name on

60~5
lh_o. Iiucaiazgéc Pement officers name on
locater cafd

————
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Chargard

.

Sends -locater Card to File °1S'5nitized Ve

Carries CD Folder to farope!' Procuranent -
Ofticer

Receives CD Folder -

Y

‘For Release :

CIA-

RDP

51-0004

A00

2
&
e
i}
He

Ansalyses to dotcrni'lio cjarity of
requirement e

Phones requestor to dsfine requirement

4

Checks availability by phone or visit to
proposed collection agency’ ’

<

~V
()

u7.

Checks with requestor on limitations on
availability

4
Q)

us,

Draws up Colléction Plan on 60~5

49,

Drafts CD on CD Worksheet

e

gubmite draft to another Procurement Off.
for veview

Reviews and
]

Returns with approval

N

Indicates suspense date on draft

Carries to Chief Control

Recelves approved draft of CD

Assigns to typist
i

, Types CD in 9 coples

Prepares Informstion Dispatch Siip

Proof reads CD with another employes

4\ Ql\_/ "'{5 o

60.

Returns typed CD to author

6.

Receives typed CD

- 62,

‘Reviews, checks for accuracyoanitized

For Release :
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1-00049

A00¢

100

1
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L emem meves v aVAWOS ,}.; ; , \
i | 5

&b, Toryards to sppropriate .1gmsmt'rzg¢;; ved For ReITase : CIT\-R P51 ooorsAooom‘ob 0002-2 ]

%,

65. Reviews ] 5 : o ;

66. s1gns e N e

67. Forwerds to Dispatch Clerk

it e i
T T T R g - L2 § 7 -
68, Qhecks CD nm ; ol -
PR g : T
e B P . JRBUNI, J.
69. Separates CD's ; ‘ ”

70. Extracts 3 copies/from Junbo log e

71. Hands 3 coples CD and CD Folder to o
File Clerk e s

. T2. P;eparu courler and messenger receipts

73. Distributes:.

. 2 coples CD to Addresse (Collecting
t Agency)

3. 2 coples CD and 3 coples RD %o
Dissemination Branch

, g ;
7 o B ;: i,: Rk ¥ BACE S i
AP RS = S & VA PRTERS E5 e Fd CTie™ Reader ‘
_ £
¢ 7. Receives two sets dissemination copies 60-1 and 60-2., One set A
I 0OCD copy 60-1 and 60-2 and two copies CD
; 75. Reads 60-1 to determine which Reader should receive assignment <’) L
| : ;
| 76. Detaches one set RD and CD and sends to responsible Reading 7 { .3 2 i
Center Desk Officer L4 ;}
77. Prepares Control Cgrd , DB number 34 showing agency employed, C\)
CD no,, date received, reader, requestor, and classifisation
——Erd aEte ¥Eceived 1N Dissemination
78. Places in control file A
. 79. Assembles RD Folder with OCD copy 60-1 and 60-2 O
. 80. Prepares d lingquent material j at . . ‘
repares delingguen SHniitiz@dr=Approved For|Release : CIA-RD Pg -&JOAIQAO 00100020002-4 ‘
PN 1
8l. Glive original in folder
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|

]

|

i

i

i

{

|

i

|

3

¢ 82, Places one copy in suspense file

83, "'hdicates date RD received or folde:;.

éﬁa,' Files folder

e

85. Reader reviews 60-1 and 60-2 and cD

- POPL

86. Reader files in book
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] re completed
thin h ty dey -

3. WITHIN LLECTION'BRANCH

The chart indicates that the majority of R D g uere processed
this branch in four days

or less, The
place within a .one. to two day 1nterval

L. WITHIN SUPPLYINGAGENCY o !; s R

through
greater part of the activity taking

‘tely four fifths of all the R, D 's checked were completed within
thirty daye; over half of these (18) e

were completed within ten days.
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Bar Charte showing proceseing time for action on Requirement
Directives. Charts are based on a five percent sample covering
s #ix month period.

COMPLETE PROCE8S
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u 8
b 6
[ ]
r S
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Time interval (daye)
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b 1 |
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;:}.Esmmm OF MAN-HOURS PER DAY
PRESENTLY. DEVOTED 10 RD~CD ACTIVITY

: ;§roféési6nA1 Clerical
Collect.ion Bra.nch sy 1 30;,'5?‘5' - o83 IP

Requirements :'Branch'::-‘

Dissemination Branch B 22 . 34 56 "

——

CTOTAL: 90 o 167
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TAB "AM Procedure on Dissemination of
: ORE Intelligence

TAB ng" Process Chart of Receipt and
Dissemination of Spontaneous
material

TAB nCH =Flow of Administrative Mail thru

Dissemination Branch, OCD
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ets u sue ense based on ORE sus ense date. A ag
P susp p E{g"‘* : ,e.,,(af. L"éﬂ“’ | i
t

Calls ORE Projecte Division - Intelli.gence )

£ (Lay) on suspense date
dra.ft M’ etudy has not been received.

| a'_A;L. : Receives a carbon copy of ORE - reproduction order and carbon ‘copy of

(D 5. Reviews study in light of known requirements of the various agencies.
06 Dra.fts Dissemination Order
O._'I.. . "I‘ypist types
De. ‘Revi"etv draft for vtyp'ing accdracﬁr
| D a, Fdrwards cc of order to projects division, OR.E, (by informal |

. agreement no concurrence is requrie from ORE but ORE has

| ~+ the responsibllity of notifying OCD 4f it takes exception to any
25X1A9a _f - part of the Dlssemination Order) '

- :]‘9; Forwards to Branch Chief for concurrence - o oariins = 1 -
5X 1A%~ , Lzl W
___Jlo. Fomrds to Requlrements Branch for concurrence A/ ool

——

;] ll. Forwards to 0CD Headquarters Ewcm’ 7 :’{‘; WMZ e 0‘7/‘ tﬁz}@ﬂ '

A 12. Forua.rds to IDU ~Central Records for distribut%on thion
013. IDU distmbutes copies ‘
Olh. IDU endorses Dissemination Order indicating completion of dissemination

o 15. Retums to OCD

WA 16. Files one copy of completed dissemination order together with one copy
of the study

AN 217, OGD Hea.dquarters files copy of Disseminatiion Order and one copy of the
stu sssccces

* QJ&S‘leoHG 8*’!?5

O Or"e-l-cn
A Shirsge |
) Diepechos CauEIPRIPERY

o - Wmsrwfa‘«n\-
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FLOW OF ADMINISTRATIVE MAIL THROUGH
DISSEMINATION BRANCH
oCD

Secretary to the Chief, Dissemination Branch | _ ' .

1. Receives sdministrative mail
2. Time stemps each piece
3. Assigns Dissemination Branch rmmber to each piece
4. For those pleces of mail that require action by the Chief, Dissemination
Branch; or for his informetion alone:
a. Prepares four 3 x 5 flimsy to be filed as follows:
1) 1 copy by Dissemination Branch number:
2) 1 copy by subject
3) 1 copy by source
4) 1 copy held to be used as suspense copy a&s indicated
by Chief, Dissemination Branch . :

For those pieces that will be referred to other members of the
Dissemination Branch staff:
" b. Prepares seven copies of the 3 x 5 flimsy to be filed as
follows:
1) 1 copy by Dissemination Branch number
2) 1 copy by subject
3; 1 copy by source
4) 1 copy held to be used as suspense copy as indicated
by Chief, Dissemination Branch
5) 3 copies held to accompany mail to officer referred

5. Carries mail to Chief, Dissemination Branch

hief, Dissemination Branch

6. Reads mail

7. Assigns suspense date
8. Indicates referrel

9. Initials

10, Transmits to Secretery

ecrotary to the Chief, Dissemination Branch
1). Receives from Office of the Chief

12, Enters suspense date on 4th copy of flimey
13. Files 4th copy of flimsy in suspense file

COMNHBENTAL
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15, For the mail completed by the Chief!s action, or for his information
alone:
a8, Files mail in subject file

For the mail referred to other members of the staff:
a. Attaches 3 copies of flimsy
b, Carries to Clerk, Informatiom Control, Section

Clerk, Information Contro} Section

16, Receives mail on referral

17. Detaches 3 copies of flimsy

18. Files 1 copy of flimsy by source
19. Files 1 copy of flimsy by subject

20. Files 1 copy of flimsy by suspense date
21, Carries mail to appropriate officer

COMHBENTIAL
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OFFICE OF COLLECTION AND DISSEMINATION

The agency of the Director of Central Intelligence responsible for
effecting coordinated collection and dissemination of, national intelligence
information and intelligence, .

ASSISTANT DIRECTOR FOR COLLECTION AND DISSEMINATION

1., Formulates policies and procedures relating to collection and dissemination
of intelligence information and intelligence required for national security.

IX;
2, Implements procedures, established in accordance with !iE’policy, for
coordinating collection and dissemination,

3, Determines the collection and dissemination requirements for intelligence
information and intelligence to meet needs not currently satisfied and to
eliminate duplication,

4o Provides CIA and other intelligence agencies with centralized information
needed for procurement of intelligence information,

5. Ascertains the capabilities of various agencies to collect required intell-
igence information; initiates appropriate recommendations when no agency is
capable of performing a required collecting mission,

6. Insures prompt and adequate dissemination of intelligence materials to all
Federal intelligence agencies; in such dissemination, safeguerds and adjusts

the security classification of CIA intelligence materials in accordance with

prescribed security policies,

7. Develops new and improved techniques and procedures for effecting collection
and dissemination,

8, Provides for OCD participation on ad hog committees appointed by the
Executive Director for the purpose of investigating and recommending the need
fog the adequacy of, and the extent of CIA intelligence services.
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ADMINISTRATIVE STAFF

1. Provides personnel service and negotiates with Executive for
“Administration end Management for logistic support for OCD operations.

2. Conducts organization and methods studies of and develops procedures
for overall OCD operations.

3. Organizes and compiles operating statistics and data to assist the
Assistant Director, OCD, in determining status and effectiveness of OCD opera-
tions and work programming.

4., Coordinates budget activity for the Office; upon request of the
Agsistent Director orgenizes and compiles analyses of OCP operations for use
in budget presentation and for other reporting purposes.

5. Tabulates and analyzes replies to queries on adequacy and timeliness
of OCD service on collection requests.

6. Operates an Office Message Center

7. Supervises internal security of OCD.
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COLLECTION BRANCH

1, Formilates policies and procedures for coordinating the collection of
intelligence materials affecting the national security.

2. Receives all requests for intelligence materials and renders continuous
/,nguidance to requestors in presenting their requests,

3. Tekes direct procurement action to expedite receipt of documented intell-
igence materials requested through OCD.

4. Implements National Intelligence Requirements and other comprehensive
collection requests by coordinated collection planning and by assignment

of collection missions to the intelligence collecting agencies of the federal
government and CIA,

5. Comstantly surveys, assesses, and analyzes the collection capabilities and
limitations of governmental and CIA reporting services to obtain and to make
available adequate intelligence information,

6. Recommends corrective action to provide intelligenée collection coverage
for those areas where gaps are known to exist,

7. Prepares recommendations for development of new and improved means of
collection and the coordination of collection techniques among the collecting
agencies of the government and CIA operatioms offices,
8. As directed, serves as OCD participant(s) on ad hog committees appointed by
the Executive Director to investigate and to recommend need for and extent
of CIA services.

A '
9. Supplies Reference Center, with data on intelligence information

requests transmitted through OCD, on collection capabilities of Federal
agencies, and on location and availability of intelligence materials,

CENTRAL CONTROL SECTION
1. Provides Message Center service for all papers relating to collection
requests,
2, Assigns incoming collection requests to appropriate procurement officer,

3. Maintains records and files'of collection requests,

Av
4. Provides Reference Center, £Eiﬁ4with requirement data contained in
collection requests.

5. From records maintained in the section, corplles statistical reports on
collection activity.
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DOCUMENT DIVISION

1. Analyzes collection requests for documented information to determine
correctness of specification, possible duplications, and appropriatmess of
specified deadline date.

2. Negotiates with requestor where necessary to clarify requests,

3. Provides training and guidances to ORE researchers and other requesters
in preparation of requests for intelligence information,

4o Negotiates with suppliers of documented information for establishment
of working relationships and procedures which will expedite the procurement
of materials, '

5+ Personally procure requested documents from intelligence agencies of
the Federal government,

6. Surveys the files and libraries of the Federal agencies to ascertain
the location and availability of intelligence materials; reports findings to
Reference Branch, €B¥: A+ M

FIELD DIVISION

1. Analyzes requests for intelligence information and National Intelligence
Requirements which presuppose field activity,

Ay
2, Maintdins liaison with Reference Center, QRB to determine what existing
materials may in whole or in part satisfy a request,

3. Contacts the requester and ORE, Plans and Policy Staff, in case of NIR,

to identify specific items of information which cannot be fouhd in existing
materials,

4. Prepares a collection plan for procuring the desired information.

5. From an analysis of the collection plan, issue collection directives
to the intelligence collecting agencies of the Federal government and CIA.

6. Periodically follows up with supplying agencies to determine progress
achieved in fulfilling collection missions,

7. Surveys collection capabilities 6f field sources of the intelligence
collecting agencies and CIA, Reports findings to Reference Center, G, 4 rM

8. Determines deficiencies in the government-wide collection activity and
negotiateammm with the intelligence collecting agencies to insure adequate

collection coverage and to improve techniques and procedures for effecting
collection,
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DISSEMINATION BRANCH

1, Formulates policies and procedures for coordinating the dissemination
of intelligence materials required for the national security,

2, Studies inter-departmental dissemination of i

determine gaps, duplications and other def"
recommends corrective action,

ntelligence materials to
iciencies in dissemination activaty;

3. Coordinates with ICAPS, Collection Branch, OCD, ORE!P}anaiand Policy
Staff, and with Reference Center,fﬁga( to determine dissemination requirements.,

4o Determines internal CIA and additional external distribution of all
intelligence material from other Federal intelligence agencies,

5. Formilates policies and procedures for the dissemination of CIA prepared
intelligence materials and preseribes dissemination for such materisls.,

6, Identifies intelligence materials specifically requested by CD action
and determines distribution for such materials,

7. Insures prompt and adequate dissemination of CIA intelligence materisls
and safeguards and adjusts the security classfication of such materials in
accordance with prescribed security policies of CIA,

8. Coordinates with the Executive for Administration and Management to effect
necessary reproduction and distribution of intelligence materials.

9« In conjunction with the Executive for Administration and Management, exercise
control over the storage, destruction and other disposition of CIA intelligence
material,

10, As directed, serves as OCD participant(s) on ad hoc committees appointed by
the Executive Director to investigate and to recommend need for and extent
of CIA services,

INTER&DEPARTMENTAL INFORMATION DIVISION

se -
1. Implements BMB-CIA policies and procedures concerning Inter-Departmental
dissemination,

2, Studies techniques employed in Inter-Departmental dissemination and recommends

corrective action to resolve procedural problems and to gererally improve
such dissemination,

3. Coordinates Inter-Departmental dissemination to eliminate duplication and
to insure adequate and timely dissemination of the intelligence material,

4. Reviews all cables received from Federal intelligence agencies to determine
further distrfibution within CIA and other Federal intelligence agencies,




~ .
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5. Maintains an Inter-Departmental Reading Panel, whereby inter-depart-
mental dissemination is simplified and expedited,

6, Identifies intelligence materials specifically requested by CD action
and determines the distribution for such material. ’

.« 7. Reviews sponteneous intelligence material received from outsidé
CIA to determine the distribution for such material,

8. Coordinates inter-departmental reproduction activity for intelligence
materials, and in special cases, provides reproduction service.

9. Coordinates with the Security Control Section, Internal Information

Division, OCD, to recommend that action be taken to downgrade or declassify
intelligence materials originating outside CIA,

INTERNAL INFORMATION DIVISION
l. Initiates activity and effects coordination needed to formulate
standard distribution patterns for the various types of ORE intelligence.

2. Prepares distriﬁution and mailing lists #&né dbbains concurrences
needed for the distribution of CIA intelligence informstion.

3. Reviews ORE intelligence to adjust standard dissemination patterns
to known requirements for the intelligence and assures adequate and timely
dissemination of the documents.

4. Identifies CIA intelligence materials specifically requested and
determines the distribution for such materisls.

5. Supervises overall dissemination of CIA materials and recommends
corréctive actlon to be takén in resolving problems pertaining thereto.

6. In accordance with CIA security policies:
a. I,sures the security of recipients of CIA intelligence materials

b. ¥hen requested, downgrades or declassifies items of CIA intelli-
gence, if justified.

c¢. Renders advise as ‘o appropriate security classification for
items of CIA intellisence materials

de Reviews intelligence materials which originate outside CIA for
the purpose of recommending to the originator that such materials
be downgraded or declassified.

. %. Mdintains control over the storage, destruction, and other disposition
of CIA intelligence me terials.
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- A
4. (Continued) .
The procurement plaaning, the procedures employed, the review Tt~
required, and the time lapse in satisfying the request differ '
considerably in processing these two types of requests, Separa- 7., . onr
tion of these requests will allow for more expeditious handling /...
of both types since the Procurement Officer can specialize and
can use the same procedires for the requests he handles, The
separation will also allow for mcre specialized procedures for
each type, s : :

5. Both divisions are given the resporisibility for determining
collection potential for the type of information it procures.

: o » 3 '3 .
6. The functions of Central Control, attached to the Chief, Collection /<=4
Branch, is limited to deily control of the Collection Request, ot
Message center activities involving admimistrative mail should vl o e
rest with the Branch Chief's secretary. &7&"""‘} fram /",

E-Disgenination Brench

1, The proposed organization is based on the source of the intelligence

materials disseminated by the Branch, namely,

Lo e/ 2 o Dy L o3n
JIMW v/. -l @yl e
' 7 ' 7." y A
B, Other agencies' materials IO TION /Wh %
Entirely different procedures are utilized in disseminating these T, b7

two types of materials, et ,,..,.a;?-

2, Dissemination of CIA materials imposes subsidiary functions 2 u A
uhich can best by handled within the same organizational wnit, S Ao~/ 7%k se.
For example, the security control function formerly in the
Requirements Branch has been transferred to the Internal Inform »
ation Division of Dissemination Branch as this activity relates
exclusively to CIA materials, '

Likewise, dissemination of other agencies' materials kequires MNewr bt 3

activities peculiar to dissemination of this type of material,

€.g8., third agency review, : m
s,

acl
3. The dissemination policy function formerly accorded divisitn 2>« <sef o corlof
status becomes the responsibility of the Chief of the Branch #C/A <nfsounr
with assistence from his division chiefs, Ci/rcwbanaee? & P g
4o Analysis of Dissemination Branch statistics will be performed NoT a2 welfas
A by the Administrative Staff to allow for overall OCD interpre- . ot prase T,
tation, A

7
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PROPOSAL F(R MMS BRANCH, OCD FUNCTIONS

1., Ascertain Intelligence Requirements

a., Surveys to determine requirements

b, Coordination of requirements

c. Analysis of reqﬁirements

d. Dissemination requirements

e. Furnishing requirements to interested branches and offices

Proposal:

a., Create a requirements section in Program Division, Plans and
Policy Staff, ORE which will be responsible for gathering and codifying
(RE requirements, for initiating collection requests to fill in gaps, and
for integrating IAC and non-IAC requirements with ORE to produce national
intelligence requirements., This staff should be small (not over 5 professional
and 3 clerical people) and should be exclusively concerned with the require=-
ments job, This staff should be available to serve on agency survey teams
when requirements are the objective and should be available to consult
with Disseminetion Branch and other ORE and CIA'branehes and offices on
problems relating to requiremgnts.

b, The requirement section proposed in "a" above should be primarily
responsible for analyzing requirements to determine duplications and
gaps. This activity should be closely coordinated with the analysis
activity of Collection Dunauh5 Reference Center, where analysés of collec-
tion potential and collection coverage will be made.

c¢. The Dissemination Branch, ORE will be responsible for developing

and cod¢fying dissemination requirements. However, it should work closely

CORFRCHF
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with the proposed requirddehtd Hud ”';}§Lhns and Policy Staff, ORE,
to'permit inter-change of requirement information.,
2. Timeliness and Adequacy Checks

8. Timeliness, adequacy and ufilization of CIA intelligence

b. Timeliness, adequacy and utilization of CIA intelligence

information

¢. Timeliness and adequacy of collection service

d. Timeliness and adequacy of dissemination service

Proposal:

a. ORE Plans and Policy Staff and ICAPS in its day-to-day lisiscn
with TAC agencies will, to a large extent, determine the reaction of
IAC agencies to CIA intelligence. If need exists for a comprehensive
survey, this can be performed by an ad hoc survey team composed of repre-
sentatives of the interested offices.

b. ORE branches will, to a large extent, determine the timeliness,
adequacy, and utilization of CIA intelligence informatioﬁ. This activity
should be coordinated through ORE Plans and Policy Staff, ICAPS and ORE
liaison with IAC agencies will gather outside reaction.

c. The analysis section of Collection Dvvassais will have data available
to determine timeliness and adequacy of both collection and disseﬁination
services,

3. Coordination of Inter-departmental Dissemination
Proposal:
Dissemination Bﬂ@ﬂni&n, ORE with advice from ICAPS will be respon-
sible for this coordination,
4e Security Controls
Proposal:

Within I&S policies and upon adviee from I&S,

e . . i 3
Reference Center, end the Disseminsation Branch, e
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CRE, will be responsibg Poquired security for intelli-
gence materials handled within the collection and dissemination process.
5. Administrative Control of Collection Requests
Proposal:
No overall control is needed., Collection Division, Reference

Center and Dissemination Branch, ORE, will control requests while under

their jurisdiction and will coordinate on mutual problems.
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PROPOSED 'PROCEDURE FOR

~ STATUS CHECK OF COLLECTION DIRECTIVES

DISSEMINATION BRANCH, OCD

Record Clerk

1. Control Clerk completes "Weekly Revport on Collection Requests".,
(Attachment "A") in five coples, Distribution is as follows:

a. two copies to Collection Branch for Status Check

b. one copy to Administrative Staff for Adequacy and Timeliness
anslysis,

¢. one copy to Office of The Assistant Director for information

d., one copy for Dissemination Branch records

2, Two copies transmitted to Collection Branch, Central Control.

COLLECTION BRANCH, OCD
Record Clerk
3. Receives two copies of report in mail .

. 4+ Places one copy in box for transmittal to the Chief, Collection
Branch for information,

5. Reads remaining copy of report to determine delinquent Collection
Directives,

Lrtr6gtExtracts.f6lders from file containing delinquent Collection
Directives

7. Determines author of Collection Directives by consulting the
Collection Plan sheet (Form 60-5) in the folder

- 8. Places "C.D. Status Check Sheet" (Attachment "B") on folders,
indicating routing to appropriate Procurement Officers on the upper portion
of form, Affixes date to upper portion of form. :

9. Transmits to Procurment Officer.
Procurement Officer

10, Receives folders with attached forms

1l. Contacts supplying agenecy to learn when materials will be
received,
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12, Contacts requestor to inform him of when materials will become
avallable

13. Notes these two contacts on the "C.D. Status Check Sheet"

14+ Determines the new suspense date and notes on "C.D. Status
Check Sheet",

15, Returns folder and attached "C.D. Status Check Sheet" to
Central Control.

Record Clerk

16, Receives folder with attached "C.D. Status Check Sheet" from
the Procurement Officer

17. Enters the new suspense date on the C.D. Record Cards.
18, Enters the new suspense dates on the "Weekly Report on Colleetion
Requests" in the space marked, "For Collection Branch Only".
NOTE: This space will be used to notify Dissemination Branch
in the event that the Collection Directive has been
cancelled when such cases occur,

19. Forwards the "Weekly Report on Collecticn Requests" to the
Dissemination Branch, Record Clerk,

DISSEMINATION BRANCH, OCD
Record Clerk
20. Receives "Weekly Report on Collection Requests"
21, Changes suspense dates on Records Cards

22, Circulates report to all Readers indicating return to Record
Clerk

23, Files report.

NOTE: [This report to be he;d no longer than six months,
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PROCUREMENT OFFICER ‘

DATE

C.D. NUMBER

1, Supplying Agency contacted

k* 2, Remarks

3. New Suspense date

,~ ’ L. Requestor notified ‘ .
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PROPOSED A & T CHECK PROCEDURES

A, Scope of Activity

1, All requestors will be asked to comment on CIA service by returne
ing OCD Form 60- - "Requestors Comments on CIA Service", see EXHIBIT v,
Tab "C", This form will accompany the intelligence materials transmitted
by Dissemination Branch, OCD,which complete a Collection Request.

2. The comment forms will be returned to the Administrative Staff,
0CD.

3. The Administrative Staff will forward all unfavorable comments
to the Assistant Director, OCD,

4o The Administrative Staff will check returned comments forms
against the Disseminati~n "Weekly Report on Collection Request® to deter—
mine the extent of return, (See EXHIBIT VI, Status Check Procedure,
Attachment "A")

5+ If the requestor fails to return the comment form, it will be

assumed that service rendered was satisfactory. No other follow-up
will be made,

B. Steps Taken in Procedure

1., Dissemination Branch

a. Reports to Administrative Staff as Collection Requests
are completed on OCD Form 60-___, "Weekly Report on Collection
Recuests."

2. Administrative Staff

a. Receives requestors! comment formsand notes date received
on master list of CR numbers.

b. Transposes comments of requestors to master list by
checking appropriate columns,

¢. If comment is wholly favorable, forwards comment form to
Collection Branch '

d. If comment is unfavorable, forwards to Assistant Director,

OoCD,
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4o Assistant Director, OCD
a. Notes unfavorable comment

b. When necessary, issues a directive to correct the
situation :

¢. Forwards comment form to Collection Branch,

5. Collection Branch
a, Receives;both favorable and unfavorable comments forms.,

b. Chief Collection Branch and responsible Procurement
Officers review comment forms

c. Chief, Control Section directs filing of comment forms
in the approprieste CR folder,

6.Administrative Staff

a. Prepares periodic reports on overall adequacy and
timeliness of OCR service,
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Co
USE _OF COUPON ROUTE SLIP (Form )

A, PURPOSE
The Coupon Route Slip is designed to perform two actions simultaneouslys
1, Route the Collection Request
2, Advise Central Control currently on the location and the status
of the request
B. OPERATION ‘
1. Upon receipt of a Collection Request:
a. Central Control Chief indicates procurement officer to whom

request is assigned on bottom line of Coupon 1 and forwards

to record clerk,
NOTE: Entry of procurement officers name on bottom of
Coupon 1 advises record clerk of both'assignment and
subsequent routing of the request,
b, Record Clerk prepares CD Record Card, indicating Procurement
Officer to whom assigned and forwards to procurement officer,
2, When Procurment Officer determines that request should be referred
to another desk (exclusive of his typist or Central Control) he
completes Coupon 1l,and forwards to appropriate recipient.
NOTE: The Coupon serves as a buck slip in the transfer.
3. When the request reaches designated recipient:

a. The recipient detaches coupon 1 and forwards to Central

Control.
4. Then coupon is received in Central Control:
a, Record clerk transcribes name of recipient, date of transfer,

remarks of sender to CD Record Card,

- .
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GONETDENTINE

b. Destroys coupon
4, ¥hen holder of request completes his action on the requests
a. He completes Coupon #2 '
b, Foreards to next recipient

NOTE: Action same as step 2

6. When new recipient receives request, he:

a. detaches Coupon 2 and forwards to Central Control

NOTE: Action same as step 3

7. Central Control records trsnsfer informa“ion from coupon

to CD Record Card (Same as step 4)
8. As other referrals occur steps 24344, are repeated for Coupon
354454, if necessary,
9. When Collection Branch action is completed:
8. Holder forwards request to Central Control with umised
Coupons attached to request.
NOTE: No Coupon is used when request is sent to Central
Control,
b. Central Control checks entries on CD Record Cerd against
number of Coupons used,
¢, Central Control destroys unused Coupons when CD's are

dispatched,

RNl
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TAB "C“

FORMS PROPOSED FOR THE COLLECTION REQUEST PROCEDURE

Attachment Number Neme or deseription of form_

nAN 60-1 Request For Intelligence Information
(Collection Request%

npn ‘ Coupon Route Slip

non 60-5 Collection Plan

npw 0CD, Collection Branch, CD Control Card

ngn Acknowledgment Form

npn 60-3 Information Dispatech Slip

nge : OCD, Dissemination Branch, CD Control Card

nn Loan Slip

e 35-2 Files Slip

" gh Requestor's Comments On CIA Service

. Sanitized - Approved For Release : CIA-RDP51-00049A000100020002-4
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CENTRAL INTELLIGENCE AGENCY |

OFFICE OF COLLECTION AND DISSEMINATION
COLIECTION BRANCH

Date

ACKNOWLEDGMENT

Your Collection Request number dated

subject

was received in this office on 19 o

It has been assigned CIA C.R., number o Material

furnished you will bear this number,

You may expect to receive the materials or to be otherwise notified

about your request on or before o

Any inquiry or communication to this office ocncerning this request
should refer to the é.R. number,

if any material received in the routine flow of daily accessions
satisfies your reéuirement before material is received in direct response
to the subject request, or if for any reason your requirement becomes in-
valid, please notify the Collection Branch, OCD (Phone EXecutive 6115,

Ext. 762) so that unnecessary collection action may be cancelled,

25X1A9a
Chief, Collection Branch

/
J
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INFORMATION DISPATCH SLlP

(See Instructions, Reverse Side}

T0: CENTRAL INTELLIGENCE GROUP
ATTN: READING CENTER
2430 E STREET. N.W.
WASHINGTON 25, D.C.

.| IN REPLY TO:
i C. D. NO.

FORM NO.

60-3 (PREVIOUS EDITIONS ARE NOT YO BE USED) (150)
FEB 1947
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Analyses of Proposed and Present Procurement
Activity by OCD in Response to a
Collection Request

| Totals Breakdown by Branch
EroEdEEaTﬁresent Proposed Present
Coll, Diss, JReq. Coll, Diss,
Steps 53 86 45 8 20 53 13
Handlings 12 28 9 3 12 14 2
Analyses 2 6 2 - 4 2 -
Inspections 4 .10 A - 4 6 -
Logs = ﬁecords - Files 5 13 3 2 3 5 5
Contacts with Requester 2 5 2 - 3 2 -
Forms Used 7 15 6 1 5 8 2
Transpositions 4 '9 3 1 3 5 1
CONMRRML AL

Sanitized - Approved For Release : CIA-RDP51-00049A000100020002-4




Sanitized - Approved For Release : CIA-RDP51-00049A000100020002-4

T tsem

, ATTACEMENT W 1
CONTROLNO. & L. SOURCE FILE NO.
- ~— DIST. IN O.RE.
DATE REC. NO.CL. NO.INCLS. TRANSMITTING AGENCY D AM
DATE DOC. AGENCY NO. COURIER| NO. WE/A
) DISTR. IN C.1.G.
e
[
B
(e
OTHER
SUBJECT -
197 cOPY CENTRAL REGISTRY OCONTROL MNO. FILE rangiory

Sanitized - Approved For Release : CIA-RDP51-00049A000100020002-4




Sanitized - Ap?roved For Release : CIA-RDP51-00049A000100020002-4 -
INDEX_OF PROCEDURES

I - COLLECTION DIVISION

A, Processing Collection Recuests originating within CiA:—-——————-CHART A
1., For Reference Center materials
2. For materials available through 0.0., 0.5.,0. and IAC
Agencies
B, Processing Collection Recuests originating outside CIA:

1. For Reference Center materials CHART B

2. For 0.0, and 0.5.0. action CHART C

3, For CIA produced materials:

a. Accredited requesters CHART J
b. Non-accredited requesters CHART K
C. Status Check of outstanding Collection Requests CHART D

II - DISSEMINATION ERANCH

A, Spontaneous Dissemination of Materialss

1. Non-CIA intelligence information CHART E
2. Non~CIA intelligence periodicals CHART F
2. CIA intelligence information reports CHART G
4e CIA intelligence CHART H

B. Dissemination of specifically requested materialss

1. Non-CIA materials to CIA requester—- CHART I

a, Dissemination Branch Collection Recuest controls

b, Loan materials

c. Materials requiring reporduction
2. CIA information report prepared for accredited requester-——CHART G ~
3. Copiss of CIA produced materials for accredited requester--~CHART J
4. Copies of CIA produced materials for non-sceredited

requester CHART K

C. Dissemination of Cables:

1. Spontaneous Dissemination of IAC Cables=w---==s-we—ce—e——ox Chart M
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FLOV OF NON,CIA REQUESTS
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Matches materials
against C.D. and
Request.

Disseminates mat-
erials to requester
and interested
agency. Notifies

oo eul snreees S
$-D—sadSequest——




Sanitized - Approved For Release :
CIA-RDP51-00049A000100020002-4

Sanitized - Approved For Release :
CIA-RDP51-00049A000100020002-4



Sanitized - Approved For Release :
CIA-RDP51-00049A000100020002-4

OF OUTSTANDING COLLECTION . REQUESTS

 CONFIDENFAL

e 0 o} ()

v > '
4 R A / 10 '

Calls appropriate Sets new suspense date, Notifies requester Posts adjusted suspense orates materials in

Reference Center regis- indicetes on Status Check dates to control cards e2ll folders and returns

ters 3 Sheet to file

) /.
gA

iSets new suspense date, Notifies requester Sende €sDi follow ups and
" indicates on Status Check completed Statue Check Sheets

Sheet back to Request Control Unit

1
WN‘H*L Sanitized - Approved For Release :

CIA-RDP51-00049A000100020002-4
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STATUS CHECK

REQUEST CONTROL UNIT,
COLLECTION DIVISION,

WERENCE CENTER 1 o o /—\
L1 S 2i2 /g}/ L
8 folders

Checks Kardex File, Calls Stat. & Serv. Pul Attaches"Status Check Sheet" Sendg all C.D.
notes all "due actions" Dfv. to determine if containing unful- for each follow up. Indicates follgw ups to
requested materiale filled due actions check with Stat. & Serv. Div.. apprdpriate procure~

have been received nent bfficers

PROCUREMENT SECTION
COLLECTICN DIVISICH, 25X1A%a

."ERENCE CENTER ; ~
"EYES ONLY" 6A

Calls appropriate
- collecting activity

.
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Form 35-2 by: (1) CIA No.

Recelves material; five coples;

time and date clips to f/ Sorts copies of mate-
stamps; assigns terial / rial and attaches copy of
CIA No. / Form 35-2 in accordance
\ 7/ with distribution instruc-
% tions.

Prepares necessary
document receipts

@ )
Packages materials;

prepares courier
receipts; transmits

4 CIA-RDP51-000 0100020002-4
SPONTANEOUS DISSEMINATION OF NON-Cl. ....3LLIGENCE MATERTALS
(excluding periodicals and cables)
. CONFIDENTIAE
|_pravcE :
Files two coples of
Statistics & b (2) source
Services > ?
Division }_/ B/ o -
O
A\ Farm 35-2 in J/

Reader in
Distridution
Division

Determines distr/ibution including
OEE Branches; indicates distribu-
tion on Form 35-2; initials Form 35-2.

Legend:

—— Operational
Action

—-—-Record
Action

y Differs from present procedure
in that materials are not sorted by
source for designated readers; all
reeders get workload from a .common
stock.

2/ Differs from present procedure
in that reader determines distridution
to ORE Branches which was formerly
accomplished by a subsequent reading
in the ORE Message Center.
Sanitized - Approved For Release :
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b4/ Por reproduction
or loan control
steps, see Chart 5

3/ Reader's initials
are included to per-
mit evaluation of
reader's product-
ivity.
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DISSEXINATION
BRANCH

CIA-RDP51-00049A000

SPONTANEOUS DISSEMI

. ¥ OF NON-CIA INTELLIGENCE PERIODICALS

(OMHBENHAL

Statistice &
Services
Division

PN AN
K o ... __\g\ Piles control
£9 6 rolder
Y,  Indorses distribation
" e =’ 1ist to indicate complience . o
TN ,_..‘.,.A,.“._,)/ 2 \Prepares /"y \ with instructions 7 ™ /g
PR >5 )M { periodical \ b, )\ }, e )\\
R ) control folder; “Pre y S
. pares single copy Prepares neceéssary Packages material;
Receives material; . \ inditim:esf 79/: Form 35-2 for each document receipts prepares courier '
time and date stamps; recelpt o / copy to be distributed, recelpts; tranemits
assigns CIA Ko. first issue / indicating prescribed
\ / routing; attaches 35-2s

\

/ to coples

Reéder in
Distribution
Division

Legend:

Determines distribution including
ORE Branches; prepares distribution

1list

Operational
Action

. ...Record

Action

1/ On subsequent receipt of the same
periodicel, this step will consist of
pulling the control folder and attach-
ing to materials

g/ On subsequent receipt of the same periodical, this step will be omitted;
A different step will be added to the procedure on receipt of every 12th issue
of the periodical; this issue and its distribution list will be reviewed by the
reader to determine adequacy of prescrited distribution. On receipt of informal
requests from CIA officials, the Reader will make sdditions or deletions to

. Sanitized - Approdéet RonReteaset:

00049A000100020002-4
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poass CIA-RDP51-00049A000100020002-
SPO! 'S DISSEMINATION OF CIA INTELLIGENCE INFORMATION
DISSEMINATION

BRANCH

CONFIDENRAL
Files control folder; ’
,\ (Pulls collection request

,""#3'. folder and attaches to
S;:x:zz:‘ & .~ """ ditto when pink CD iden-
N h tification slip -~ o e
Division 1 ___ﬁ ) 1s attached.) / ;\ s Y e
_/ . ! \ Types date \ ,J
Recelves master Prepares con- /) in space indicated Reproduces Sorts copies in acco
‘ ditto; time trol folder in- / /date distributed; required with distribution ins
stamps dicating report / Marks appropriate dis- copies (Identifies copy for:
No. and date re- / tribution in boxes at or; records action on
ceived; forwards /" ‘bottom of form 51-4, card)
master ditto to \ /  the master ditto

reader AN /

\ /

Reader in
Distribution
Division
‘ Reads and determines distribution including
ORE branches; indicates distribution on
distribution list form. (Identifies copy to
be sent to requester in response to CD
o
Legend: X
—— Operational
action

.+« - = Record action
() Action taken .

gnlylwh;n CD is Sanitized - Approved For Release -wm_
nvolve CIA-RDP51-00049A000100020002-4
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7:10°

<
N
o
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o Initials and dates distribution
mw instruction to verify
b transmission; files
W control folder .
- M .m/,; ’ \ﬂ, 0// :.&EtW
dancel Prepares transmittal Packages materials;
truct®ons;  forms, mail slip 35-2 prepares courier
oD r@uest- 1o be used within CIA,  receipts; transmits
 CR ggntrol and attaches to copies;

Prepares necessary doc-
ument receipts
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SPONTANEOUS DISSEMINATION OF CIA INTELLIGENCE % :
DISSEMINATION et
BRANCE o CORFBENTIAL
Files list in master ‘ ,
folder RN Holds in suspense file await- ~'.
Statistics & IR AN ! ing receipt of copies of the . 1
Services L | study b e
Division P g //”, L
Establishes master ' 2 | i @
control folder con- - - | g
‘ taining distribu- / i ./ Prepares folder for Receives co
tion lists for each $ /' study inserts distribu- - study folde
type of CIA ! tion list . copy number
intelligence / | N b son with di
’ : - instruction
' 4. storage of
; i d
/ i N
R ’
6ff1ce of P ;
" the Chief i -
VaY - N
Sl X 1
S Prepares standard Receives draft copy of ’1 Completes Distribution
R distribution 1list for ORE study; determines ‘ List =~ -
each type of CIA distribution 1ist to be .
intelligence used and any additionel e e
distribution
Legend: y If study was deweloped in response to & collection directive,
Operational : initiates appropriate action to close out CP in same manner as
action thod in spontanecus disseminatioa of CIA intelligence information chart.
- ---Record ]
action
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verify distribution; 10\ . o
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Prepares transmittal glips Packages material S
(35-2 within CIA} and attaches prepares courier -

to copies of study in accord- receipts; trans-

ance with Diseemination in- mits

structions; prepares necessary
document receipts
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TERTALS OBTAINED FROM OUTSI[DE

Tstatistics and
Services
Division

e

S e

Receives collection
request (60<1) with
collection assign-

ments indicated

’ A
_________ 32 \, N / ! 4%
-~ s s
Prepares B +Files in
control card | L / suspense
L

and folder \

Receives CDj, ‘re
moves 60-1 from’

" attaches to CD

T b

Reader in
t Distribution
; Division

\ /
9

Analyzes for requirement )
information Tt

| Reviews CD for .

checks CD again

Operational action
Record Action

1/ Differs from 0ld procedure as dissemination was- not notified
until collect:lon action had been initiated
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__ document controls;
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Effects reproduction
if desired T

lending agency
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gorts copies and
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_____________ 3¢ 156 ) —-m == - attaches 35-2 slips . request, prepares and
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R
irst copy of Receives reproduced mate- materials

p d of  Receives f
laces secon e requisition with rials; removes 35-28 and

rds epro. requisition and ~ Tepro.
uctio 351-)12- slips in suspense  Job pumber indicated; copy of requisition from
- ile places in £ile in lieu of the file

copy_which is destroyed
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. T comme
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laces second copy ¢
epro. requisition :
5=-2 slips in suspe:
ile

Prepares reproduction requis
ition in triplicate.. Forwards
original and one copy to reproductio:
together with material to be re-

produced. .
"
Indicates status , * ™
of completion of t14
request on form 2 NN
. 60-1 L : Sy
Indicates if partial or
- completed action on request on
13b | Form 35-2 :
" Determines need for Indicates that loaned
_reproducing copies; document is concerned; . ;
attaches 3x5 slip with directs routing to . . B
1 reproduction instructions, Reference Center
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(INCLUDES EXTRA STEPS TAKEN VHEN REPRODUGTION IS NEEDED OR LOANED MATERTALS ARE' INVOLVED)

{ 30)

A
’8“

/ AN

/Flles CD and Receives materials;

/60-1 in suspense time and date

' to await material stamps; assigns CIA
No.

Prepares Form 35-2
in five copies, in-
dicating CR No. on

‘tickets

Pulls request
folder from sus-
pense; attaches
to material

| Reviews CD for 1nform&tion,
- |:ichecks CD against 60-1

De mines d:.str:.bution
1 ing ORE branches

outside agencies for CIA requesters.

2/ The following stepa pertain only to CD materials obtained from ;
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materials
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Request for
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Request for
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action
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DISSEMINATION OF CIA MATERIALS TO.
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Collection
Division,
Reference Center.

Receives request; assigns
request No.; determines if
materials are requested for
losn.or retention; stamps
request "No collection action

necessary."

statistics and
Services Division,
Dissemineation
Branch

Prepares control
card

CIA-RDP51-00049A000100020002:4

Release :

F

roved Fo

Notes action({<C
on control !
card
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be granted ;
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ifice of Operations .

ffice of Assistant

.

;
N g\ Drafts letter {
[W— [ — _ i
N denying or , FOIAb3b1
Reviéws request; ~.granting *
Coordinates with other . request 2/

interested offices;
Determines if request

7 Jto forward materials
should be granted

to Dissemination

FOIAb3b1
1/ Asst. Director for Operations will

2/ When request is for CIA Note:
determine action on requests for intelligence or .intelligence
FDB materials classified restricted or information
unclassified; - Exec. for I&S will determine
action on all other requests.

When request is for Reference

Center materials, the Exec forif

1&S will direct Reference Centex
to send materials’ to Disseminaﬁl

3/ ¥hen request is for [ ]

or FDB materials
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Collection
Division,
Reference Center
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request; As~
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lection action
necessary"
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card and request
folder
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AND
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OFFICE OF REPORTS

AND
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Collection

Division

Libdrary

and

Registers

Dissemination

Branch

Request Control Unit

Procurement Section

Library

and

Registers

= Statistics and Service Section

Distribution
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INF: Informatior: = and control

copy

A: Action copy

|

Constant flow for any
request

Variable flow-depends upon
assignment to collecting
agency, or the number of
assignments made from C.R.

File or ccatrol

One to four action copies
for preparation of Collection
Directives. Returned to file folder

needed.

A\
A

.

One to four action copies. As

Retained by collecting activit)

N
Information and Control copy. Used
for preparing Control Card.

N

Ay

Suspense fije,

> INF

TN

To identify mat
To develovo requ.

8
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diF&r Release :
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PROPOSED COLIECTION AND DISSEMINATION FORMS

Nurber of Procedures Principal
Title Copies  Originator Chart Reference Purpose
1. Request for Intelligence . * 4,B,C,0,I,J
' Information (Form 60-1) 6 Requester " Action
2. Collection Division
Request Control Card 1 Collection 4,B,C,D Control
Division
3. Collection Plan 1 Collection A,C
) Division® Record
L. Gollection Directive 4 Collection 1,G6,I,J
(No standard form used) Division Action
5. Acknowledgement Form 2 Collection C.
Division Informetion
6. Information Dispatch v B,C,G
Slip 1 Collection
Division Action
7. Status Check Sheet 1 Collection D
Division Control
8. Dissemination Branch 1 Dissemination
Request Control Card Branch G,1,J,K Control
9. Mail Slip (Form 35-2) 5 Dissemination
Branch E,F,G,H,I,M Action

* For routing and use of copies of this Form, see Forms Distribution Chart "L"
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Number of Procedures Principal
Title Copies_ Originator Chart Reference Purpose
10, Trensmittal Memorandum Disseminstion I,d Control
{Inside CIA) 2 iBranch
11, Trensmittel Memorandum Disseminstion
(Outside CIA) 2 Branch G,H,I, M Control
12, Distribution List for Dissemination
CIA Intelligence 1 Branch G,8,, M Action
Materials
13, Periodical Distribution 1 Dissemination F Action

List

Branch

GENERAL CIA FORMS USED IN THE COLLECTICN AND DISSEMINATICN PROCESS

Document Receipt 2 Disseminstion
Forms 38-15, 38-16, Branch E,F,G,H,I,J,K,M Control
3s$-20
Courier Receipt 2 Dissemination
Form 35-16 Branch E,F,G,H,1,J,K,M Control
Reproduction Requisition Dissemination
Form 36-2 3 iBranch M Control
Library Charge Slip 2 Reference I,J Control
Form 29-8 Center
Information Report 1 00, 0SSO, ORE G Action
Form 51-4
Cable Log (ORE) 1 Dissemination N Control

Form 70-8

Brench
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DATE OF REQUEST: REQUESTERS NO. -
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‘ COLLECTION DIRECTIVES ISSUKD: . %
; FumBer ] Directive Assigned To Date issued | Date comple¥ed | §
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COLLEGTION DIVISION
4 PROCUREMENT SECTION

COLLECTION

PLAN

Collection Directives Issued:

Collection Request Number:

Procurement Officers:

Date assigned:

Date Completed:

"

'E; o ¥
Number Issued To Date
MEMORANDA

Date
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CENTRAL INTELLIGENCE AGENCY
REFERENCE CENTER
COLLECTION DIVISION

Date
ACKNOWLEDGEMENT

TO:
ATTENTION:

Your Collection Request number dated
subject,
was received in this office on 19 . )

It has been assigned CIA C.R. number o Material

furnished you will bear this number,

You may expect to receive the materials or to be otherwise notified

about your request on or before .

Any inquiry or communication to this office concerning this request
should refer to the CIA C.R. number,

If any material received in the routine flow of deily accessions
satisfies your recuirement before material is received in direct response
to the subject request, or if for any reason vour recuirement becomes in-
valid, please notify the Collection Division, Reference Center (Phone

EXecutive 6115, EXT, ) so that unnecessary collection action may be

cancelled,

JOHN DOE
Chief, Collection Division
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INFORMATION DISPATCH SLIP
(See instructions, Reverse Side)

TO: Central Intelligence Agency

ATIN: Reading Center
Dissemination Branch, ORE
2430 E St,, N.U,
Washington, D.C.

In reply to:
C.D. Number:

)
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i
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STATUS CHECK SHEET
i ; ‘ DAIE OF STATUS CHECK;
INQUIRY BY; ‘
NATURE_QF INGUIRY:
!

- ACTION TAKEN
Item or 0ld suspense . New suspense
L.D, No, Date. Sontacts Made Date —Signature

INQUIRER NOTIFIED
Item or :
C.D. No, Date Notified Remarks
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- TRANSMITTAL ¥ORM: To be Used within CIA only when submittlng flnal 1tem of a collect,;i.on

Request, In al¥-other smitta X hin the
SANtIZed ~ApProved For Rales Sen!

DISSEMINATION BRANCH ORE

MEMORANDUM FOR$

(Requester)
SUBJECT: Collection Request No. _ ‘

Our records show that this transmittal of intelligence
information completes the abgve request.

Please address inquiries or comments related to this request

to Collection Analysis Section, Collection Division, Reference Center, A&M,
Telephone Extension .

-

_________ 25X1A9a
Chief, Dissemination Branch
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Central Intelligence Agency
DISSEMINATION BRANCH ORE

(Date)
MEMORANDDM FOR: "

(ﬁequester)

(Requester's Address)
SUBJECT: Collection Request No.

The enclosed material is transmitted:

l. To partially complete the above request
2, To complete the above request .
3. For your information

Please address inquiries or comments related to points
"1" and "2" above of this communication to Collection Division, Reference
Center, AZM, CIA, Telephone: EXecutive 6115, Extension

o : 25X1A9%a
e !II!!III!!II!!II
gﬁ Chiel, Dissemination Branch
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Information Control
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Joint Chiefs
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External Distribution
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COLLECTION DIVISION

Lisison Officer
Pw=j -

CErii i,
1. Receives problsm requests referred from Control Unit and coordinates
with collecting activities, as required to resolve assignment of collection —_—

missions. a\,,";{ aﬁ% Gnfleilosst. W Seeller

2. Removes lialson burdens in operational matters from Chief and Deputy
in internal matters,

3. Provides liaison with all offices of A & M _ ‘

4o+ Acts as Security Officer in resolving minor prob&ehs and negotiates with
I & S on policy problems,

5. Negotistes with IAC agencies on collection policies and security policies
6. Attends meetings and conferences in lieu of Chief or Deputy

7. Provides liaison with all Reference Center Divisions and the Coordinating
Staff,

= =g . N aola o~ o A_D D E DNOOAQ ANNO) atala aTATA /]
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Chief P=6
Collection Analysis Section
Collection Pivision

1. In cooperation with Dpputy Chief, Collection Division and Statistical
Officer, CAF-11, develops methods and progedures for maintaining records of
the Federal Intelligence Collection Activity to include identification of gaps
or deficiencies in coverage, current concentration or emphasis in collection
coverage.and overall progress in fulfilling collection missions,

2. Provides authorized offices or agencies with statistical analyses and
reports on all phases of collection activity.
resolving
- 3. Acts as consultant and advisor in/complex collection requests received
in this agency,

Lo Advises officials of Collection Division and other CIA collection
activities of IAC-CIA collection facilities, '

5. Supervises the overall operation of the collection coverage anaiysis
activity,

6. When requested by the Chief, Collection Division, serves as a CIA
representative in intre-agency and inter-departmental conferences or meetings
concerning collection activities,

“CONRBENTIAL
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Statistical Analyst CAF-11
Collection Analysis Section
Collection Division

Under the direction of the Chief, Collection 4nalysis Section:

1, Develops methods and procedures required for the statistical analysis
of all data relating to the Federal Collection Activity,
' reporting
2. Develops system for{ and provides reports on all phases of collection
activity to include identification of gaps or deficiencies in coverage, current
concentration or emphasis in collection coverage and overall progress in ful=
filling collection missions,

3« Coordinates with Chief, Control Unit, Collection Division in maintaining
- records on incomirg collection requests to insure effective control, gccuracy in
recording, to eliminate duplication in files and records and to provide the
Collection Analysis “ection with the required data for itsioperations,

4+ Beceives and provesses all unfavorstle comments Bnom users of CIA i
intelligence collection facilities, %lf o /)’J/ GZW [Ow .

5. Negotiates with Dissemination Branch, OREfoB establish standsrdized
and effective reporting system required to notify the Collection Division of
the completion of outstanding collection requests,

6. Directly supervises Statistical Analyst, CAF-7 and Clerkstypist, CAF-3
engaged. in the collection coverage asnalysis activity,
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SUPPLYING AGENCY
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21 Jamary, 1048

PROPOSED ASSIGNMENT OF DUTIES - DISSEMINATION BRANCH
Office of the Chief

1. The Chief is charged with overall supervision and coordination of
all branch activities.

2. The Chief and Assistant Chief should personally perform specific duties

in connection with Reading Panel, requirements, and inter-departmental
liaison functions.

3. The Deputy Chief should carry primery responsibility for &lssemination
determinations and direction of distribution of ORE intelligence. At such
time as the workload of this activity increases through acceleration of

OBE production, it may be desirable to provide a separate organizational
un?t to administer this function. ) ‘

Distritution Division

1. The primary responsibility of this division i§ the Reading Center function.
All professional personnel will operate as & pool, with all readers review-
ing all typee of incoming intelligence information, regardless of source.

2. The only exception to point %" will be in the cage of CD materials. Two
readers should be designated as CD readers and all CD materials should be
routed directly to them. These readers will also assist in reading the -
spontaneous materials, but will give priority to CD materials.

3. The two CD readers will also be regponsidble for ascertaining intelligence
requirements contained in CDs, for integrating new CD requirements with

total dissemination requirements on hand, and for maintaining liaison with

OEE Plans and Policy Staff, Bequirements Section to keep them advised on

CD requirements received from other than OEE.

4. The readers should be glven continuous and ad hoc assignments in connection
with other functions assigned to this Divigion, e.g., inter-departmental
dissemination, dissemination requirements.

25X1A9%a
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DUTIES TO BE Pmmm;m CENTRAL RECORDS, AND ORE

MESSAGE CENTER OPERATION RELATING TO INTELLIGENCE MATERIALS

1. All intelligence Documents

a, Time Stamp
b, Assign CIA number
¢, Prepare 35-2 in five copies
d. Detach tickets and attach 3 to copies
e, File two copies of ticket
by CIA No.
by source
f. Sort copies for delivery
g+ Prepare receipts for non-CRE recipients
h. Package for non-CRE recipients
i, Prepare courier receipt for non-ORE recipients
J. Compiles statistics on volume and referrals

/2, CD Controls

-
7 .
d a. Receives two copies of 60-~1 and CD
5 b. Refers one copy to CD reader
+ ™ ©. Prepares CD Control card

PO d, Files suspense copy of 60-1 and CD

% i e, On receipt of material, pulls suspense copy and attaches
ol § to material and sends to reader

f. Notes receipt and referral to reader on Control Card,

g. Notes referral on card - files card in inactive file

h, Answers inquiries

i. Prepares reports and statisties on delinquent and

closed actions

&""i ngi&“acj
:t:uv'

3. Reproduction
a, From readers'! instruction

(1) Prepares requisition and transmits
(23 Controlsg requisitions

(3) Receives materials

(4) Dispatches per reader's instructions

4e Periodicals

a. Distributes in accordance with Readert's list
b. Notifies reader of shortage or over-supply

c. Maintains records on receipt and distribution
d. Compile statisties and reports

(ONFBENTAL
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CIA Information cm,

8.
b.
C.
d.
e,
f.

CIA

a.
b'
c.
d.
e,

Recelves master copy

Assignes mmber - logs = refers to reader
Reproduces per readers instruection

Distributes per readers instruction

Meintains file of master copies :
Compiles reports and statistics on distribution

Intelligence

Receive coples

Establish file and inventory record

Distribute per dissemination order instruction
Maintain stock and inventory records

Compile reports and statistics

Cables

a.
b.
c.

d.
€.

£,

Time stamp

Log

Alternate one copy to each ORE branch and current
intelligence group

Send one copy to readers

On readers instructions
(1) erranges for reproduction of cables needing

further dissemination

(2) distributes per readers'instruction

Compiles reports and statistics

CONEBENFHAL
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1. Approximately fifteen currently authorized positions can be dropped
which will result in a substantial personal services saving.

2. From one-half day to two days processing time will be saved by
elininating control steps now duplicated in IDS, Central Records, and
OEE Message Center. -

3. The reader will be able to perform a more comprehensive reading job,
since he will have the additionsal responsibility for allocating information
to ORE Branches.

4, The organizational reassignment of dissemination activity to ORE
will bring the reader into closer proximity with CIA's principal users
of the intelligence materials and will give the reader informel access
to OEE production and program plans. This will enhance the readers’
performance. Presently, OCD does not permit the reader to have contact
with users of intelligence materials, but require him to work through
Regquirements Branch liaison. '
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10. Prepates CD Folder: I I : ! # 7 ; i i
a, affixes number s g G | i | :
b.jclips in 3 ¢opies of 6011 o . i | i ;
c./clips in Collection Play Sheet : ! ; i I !
(See attachment "C") | oo : 1 ‘
ditelinsdn 4 d ! ]
3 ps—in—index—cards - 7 ' . ] . EREQ JESTS FOR INFORMATION BY SWBJECT [INDICATED
11, Prepares CD Record Card (See gttachment ")\ i ! ; i BY BLUE FLOW:
a, aumber d. requestor \ i | i ! i
b.|date received e. Tequestors nymber! | | - i
c.|date of request f. ent desk ! t 1
SEEgRent desk | | ] ‘
12, Attaches Coupon Route Slip to|outside of ! 1 i i ! |1, Receives CD Folder
CD Folder : ' ‘ ) : : : .
i i
? | | :
SRR S S JNE S — - i - S e — S S
. 2 |
13, Placeg folder in ¢ut box , : Aw?:;;;t;ezgr::‘;;remnt
. b. urgency of regpest
i c. pogsible collegtion source(s)

1 3. Checks with Reference Center to determine
kind and, availability of information
existing

i | | / \

S R — P i S |
15, Forvaﬁa one copy|60-1 to Ref¢rence ] : ! :

Branch, ORE for inclusion in Naster ' { PR

Indéx| ! : : : i

A\
} "4. Contacts| requestor to reconcile fequest
i ! l with exipting material
! ; ‘
i ! i
|

16. Files!Record Card|in visible index file

5. Informally contacts bossible suppliers
to determine possibility of fulfilling
the request and time|required,(When

| necessary contacts Bfanch Chief and

; e with

17. Receiyes CD Foldex

on conferen:

arranges

+
AN | IAB Agenties
18, Abalyzes 60-1 and index cards to deter- Z— = /"_f; |
mine:|a. clarity 9f requirement %‘ “e TP - 6. Notes action taken points 2,3}4,5,above
b. urgency 9f request P 4 Cu trmsnel all . on Colle¢tion Plan Sheet
¢, duplication e o vanle cfdmfs |
d. possible|collection gource(s) 2 7 P s PORL 2 W

19, Where|possible, ijformally determines 7. Prepares{draft Colle¢tion Directive

locatjon and availability of material.
(May either informally colleci or sgpange
for delivery from source)

20, Determines Suspenge Date 8, Assigns suspense date to draft C)

21, Notes|action takey on Collection Plan ! '
Sheet ~
: - . Sanitized% Approved For
R

L. ) . R . . . e . _
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by Ainformal means
instuficts typist
ment form indicat
(See attschment "}

ction cannot
) within thre
10 prepare a1
ing suspense
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be complete

e days,

n acknowledge-
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25. Types

Collection 1

Directive in

5 copies

i NS
26

3réofreéds;t§ping

: :
NN | il
Cob i " N P
S U T T R o0 A N Pl
27, Prepates acknowledgemeht form |when A 4\ ; |
§ mecessary . s L YARRRY b
! | 7 ANEYe P
"i : Lo

L | -
BENERTER ‘:
FB. RetPrms to origﬁn&tingiofficer ? ANY j i
~f ;
:“J .
29. Receiyes from typist
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—

0L BR. CHIEI

X cmef, Proc, Off. S I

10' PE’Ills 'M] . i . . - L . . ‘ .
coupon {slip indicatiing referrza.]1 to |
Chief, |Collection Hranch : :

11. Forwards to Ch1ef Collection Branch

C‘,;‘P Ccalle..c.-r-on Brauwch cle‘{‘ad‘ -s_Qéu';w
a—wd ‘reuvtes fo  Ceuffra ! Contrrol |

3

12, Reviews proposed acLbion

13, Indicates concurre+e or exceptiion

coupon slip a,nd-feawan&ﬁe-
’ ind 1cating retum‘to
ent Officer -

i 1

15, Receivep CD Folder | | ! |
. . . H N i : B
-Dz+a¢acs Qoupwm. eMJ va,st-v 45 {'b t‘
I

|

QQ(A{“V‘J Comtio [ ’

' , ‘ ' 16. Notes Bfanch Chief's comments

'
i H i

5 ‘
/ 5 |
1
17. Hands draft CD to typist ;
\\
. N i
i~ ':
~ 18, Instruc?s typist to|prepare acknowledgen
: form for the requestor indicating susper
o . ! : da'be.
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31, Indicates suspensé date on Collection e
Plan Sheet 00020002-4
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32, Signs'Collection Directives

e —

!

32, Clipe all materials
&, CD Folder

b. all copies of CD

¢, index cards

d. acknowledgement form, when used

together:

34. Routes to Central Control

35. Receives folder and attachments

36. Inspects for proper material and correct
signatures

37. When CD is used, extracts original and 1 (
to go to supplying agency

38, Prepares CD Information Dispateh Slip
(Attachment'Tm) ,

39. Places, 2 copies of each CD and Information
Dispateh Slip in double envelope

40, Prepares courier receipt

}. e

41, Places in out box f

77N

i OB mfniti:zed - Approved For Release : CIA-RDP51-00049A000100020002-4
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is issued

b. When anformula xtends beyo
iti For Release : CIA-RDP51-00049A00Q4 &’M t is made t
Sanitized - Approved requestor within 5 days after
I ' receipt of request,

<:TN“ 19. Typ#s Collection Directives in 5 copies

20, Proofreads typing

Rl, Prepares acknowledgement form

22, Hands completed CD's to Procurement Off,

23, Inspects finished CD's

24, Signs CD's

25. Clips alI material together
, a, CD Folder :

b. all copies of QD

¢, index cards

d. acknowledgement form

26, Forwards to Central Control
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| ) ) SOLLECTION '
i DOC,_PROCUREMENT. DIV, CENTRAL (¢]0) J;BR, CHIEF :FIELD PROCMZ' DIV,
¥ . Typist Proc, Off.  Chief cle | Chief  Typist "Proc, Off,
Makes final entri¢s on Record Card: o ) ) i o
42, 8, date CD-transpitted - N\
b. agency employeéd |
¢. date Collection Branch Action completed | j H
on 60-1, : I :
43. Places 2 copies of CD and 2 copies of L
60-1 in envelope for Dissemination Branch b ;
. . . - o] P —
44o Places in out box (“"\ |
Yo
H /
45, Sends CD Folder to chrono file, The 3
folder now contains: i Z
a. 1 Collection Directive
b. 1 Collection Request i
€, 1 Golleetion Plan Sheet . - - - R -
d. any supporting papers, memos, etc,
; i
| .
I ] \\ ) ISSEMTNATION BRANCH, OCD R
f \\ DISTRIBUTION DIVISION i
‘ i Record Readers | !

Clerk Clerk

46, Receives 2 copies|Collection Request
and 2 copies of Collection Directive
from Collection Bfanch, OCD

|

47. Reads Collection Request to determine
which reader(s) should receive assignment i |

48. Prepares Control Gard (Attachment “G")
show. CR number, CD number, agency

employed, reader, requestor, date of req N : P R .
date of t’;D's, d.at’: recelved in Dissemination Sanitized - Approved For | -
8 ate Release : ! | i
. 1 T 1
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49, Places in control visible index file 002-4 ! |
1
50, Sends CR=CD(s) to!appropriate reader(s) {
(If only one reader is concerned, destroys -
second set~- If more than two readers are
doncerned, secondary reader is asked to buck
_third OD to tertlary reader.) . : . : P
51, Rewd Codtaction: tyandiC61lestion
Béractive
52, Hands to Clerk
53, Places CR=CD(s) in file,
|
i
| |
|
i
|
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COLLECTION DIVISION

1. ﬁeﬂelveg;ali requests for intelligence and intellﬂgence informétion and.v;;x i

reouests td‘aVOid duplication in collection esfort,

2. Evaluates the collection facilities and capabilities of CIA ando%her governmen$=ag§nc-<
ies and a381gns collection missions accordingly, i - '

3. Prepares coordinated collection plans and issues collection directives based on -
individual CIA and agency requests and 1nte111gence requirements develOpeo by ORE, =«
Lo Negotlates with requesters and collectlon activities to determlne priorities for
collection missions, :

5. Provides perlodic reports of current field collection situations to inc ude
identification of gaps or deficiencies in all phases of collection coverage,

concentretion by subject or area and progress achieved in fulfilllng collection
- -missions, ‘

.Ar'

6. Initiates recommendatlons for corrective action when no agency or actlvmy of the
government is capable of 9erform1ng a reculred collection mission,.

7« Refers to the Execublve for Inspection and Securigg;any security problems arising
in the execution of its collection activities for ih tablishment of aprropriate
security policies, ' 5

REQUEST CONTROL UNIT

2

1. Receives all formal collection recuests an§§¥tabllshes records to provide effectiv
administrative control, speed in processing and to insure appropria’ e eecur1+y con*rols.

2. £Analyzes all requests to eliminate duplica*xan, to determine assignment 4o corrsct
collection activity and to coordinate the collection =ffort,
t
3. Reviews to identify requests from unauthorlzed recipients for referial to the
Executive for Inspection and Security/l

4e Meintains all loge anc records required for tiie anslysis and repcrting of all phases
of collection act:vity and supnlies the Colleetion Analysis Seotion with such Iinformation
as reguested, »

5. Follows Up cn all delinguentecllection requests £0 ascertain the cause of delay
~and negotiates with requester and ool tlecting act1v1ty 10 deternine the deb*re or
~feasibility of continued collection efrort,

6, COOperates dlth Disseminatiom~ ‘Bremch, L and CC'lGCth 9Anglv51s Sect*on, Collsction

Division in. deveIOplnﬁ procedures tor providetcoo“*“hntoﬁ ﬂecords and Teports on the

otat~" 8f ccllection directives snd collect101 reguests, e Sl >

- i
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. TROCURRENT "S'ECT:I“ONV,

r EE <
. rovid(-'rs statietical énaly‘sid‘d‘ t' g

E €ral Intelligence Collestion Actlvity:';to R
“in¢lude identification of gaps or deficieh— - |
‘eies; in coverage, curr ent concentartion ory s

Procures intellirence materials directly
Trdﬁ&hﬁn—library sources of the queral

ﬁé{feé’ the collection facimjies andl

emphasis in collection activity and progress N 2.
i in fulfilling collection missmns. . S k) caﬁﬂbihties of CIA:gnd other goveprnment b
e E _ ‘ . agémiles; prepares. and cocrdinates- collectior
2. ,Develops sttem for” reporting, ahd provide i hlan"%nd assigns oollection 'mlSSthS accord—
- reports on, all phases of collection activity. ﬁplv. : b ;‘

as requested bv authoriz

o,fflcea or agen.giec .

3. Inltiates recomendatlons for corrective
.~&ction when no agency.of the government is
e capable of oerforming -»a re(mizeq collection
s collectlon facilities. @ pigsion,

R B - S o
4o Arranges for Inter-Departmental meetings

4. Cocrdinates with 2
and conferences.of ‘representgtives of

’Divislon in, developing; ¢

«

‘* ;maintaining tecords of, :&ncminc col]ection collection activities to resolve operating
% Yecuests to provide effective admmlstrative rroblems and to coordinaste Inter-Depart-—
. control, speed in proce%ipg and - to Jprovide - mental collection of intelligence materiials,

¥ the Gnllactlon Analys.1.§’ Section with dat
f_requirea for its operailons.

1 5, When requested -provides: ‘f'eéommendata Ons
' and suggestions f”o*’— fuifilling collegtion
requests -ahd a.gswmng callection misedons
within CIA or pther T‘ede"al ‘Intﬂug'mce - b
! Agencies, v ' i

LONFBENTIAL
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STATISTICS AND SFRVICES DIVISION:

JEa

1. heceives, éontrols, 4nd distributes in sccordance with
Bistrlbution Division instruotions all intellicence mater— *
1als coming into or. briginating within CT1, L

i \V“ p

“2. Maintains controls needed to determine stztus of unfill;

~co;;eotrop directives and to provide repcrting data.

. Ta, stablishes "watch" controls for requested mcterial

- at time collection directive is issued.

" b, uoo“dlna’mu with Collection Diisiew, -~eference Center

n status of unfiiled recuests,

C. Closes out. collection directives, no!ifying uo-leeJ-ou

Pivision, efe cnce Center, of such accion,

Bég_“oo dinates with “enroduction Nivision, Services Erenﬂh*‘
A '
¥ ]

to effect necessery renroduction of in"elligence
sterials,

o Prepares, da2ily, weekly, end rponthly cehulabions and
statistical summzries of documents and recuests ~rocessed by
%he Dicsemin-tion Branch, showing recuests filled and other

disseminsticn services rondered to the intelligence acencies
of CIA end the Federel Covernment,

2. Mainteins lisison with JSentral Peaords Iivision, Cervices
Branch, A1, to insure adenuste courier ond messengeir handling
of intelli-ence materials, '

6.. Maintains sivocks of mnissued coniss of CIA 1n.9|71r@hﬂe
materizls and controls qt orzge, destruction, and other dis-

pogition of such documents.,
{

7.1 Sen ves gs foerl noint for £11 inaniries regarding the
receirt and di<tribulion of inieiligence materials,

t

;

'

! ‘?,‘,"”
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DI T

4 ADETVES as aﬂ’awency Peadi g Center whizh determines approp-

: . dgstributiop of intelligence meterials received into or

Prigineting withih CIA:

va8, Reviews all intelligence cables entering CIA and deter-

yhines distribution to CIA offices, to ORI brenches, and when
¥gporopriate, to other intelligence agencies of the Government.
?@. Reviews a1l intelligence documsnts sponhaneously received
‘within CIA and determines distribution for CIA offices, for
gaﬂproprlate branches of 0%E, end Tor other 1nx&Lllgence agencis,
e, Reviews all CIlf-produced intelligence ‘rforrmation and
%dete[rlne" distribu-ion to CI4L offices and to brancbes within
OFE and directs distritniion of suck intelligerce Iinforr~iion
to other inberwsted intelligence agencies of the Jovernment.
d. Heviews and establishes distribution schedules for all

~ inselligence periodicels received by I8y neviodically reviews
‘and sdjusts prescribed distribu ion,

P

iR g

[P,

«a

<2
o)
I'sl
L

oo

G

;Reviowq and determines distribution of all intelligence mab-

”i

e?lals received in resnonse tn collechive directives:

¢ %a, Takes appropriszte eution to insure expeditious trans-

* mission of recuested meterials %o lhe requestor,

E}vb;; Pregeribes °~(1t10ral distribution of O msuerizls which
5{ ere of interest to her users,

Davelops enl nodlfieé recuirerents of intellirence =z entiss
> pernit easy and amﬁuﬁé*e dicceminstion of sporn'zneously re-
Q%;Ved intelliz -nce fnfdrﬁ tion, LnaLVZ°S, cmdifics and dis-—

ibutes Snihellicend TGQUl”‘“QHJb con'.eined in collection dir-
qﬂtiveo for use w1+n{n ﬂissemnn\tlon P*sncn and other O7L steffs,

?;‘;‘ ‘ b

&. Coordinztes 1n,e1—depeﬁ$bent81 Aisserinztion of ‘ntelligence

mmterlalh to ell inete QQplie°+10n end Lo insure sdecuste and

¢1me1y dis\eM1n°t10n. S
o

55. j&nnﬁa1ns an 1nt9r—departmenbal ading perel, whereby inter-

depbrumenfal Gigsserines t1on is simpdified and expedited. ‘

%
w

-

§6 Studies techniqucs emp loyed in inter-denartry=ntal dissemina-
tion and recorrends rorrective zotion to resolve procedural
,problems and Lo improve ovvrall disuemlnatLon.

7. Hithin the framework of ex1sn ng securs$v poliries, insures-
i ecurlty of recipients of CIi intellirence malherlals and takes
Egpproprlate action in consultation with Eypwutivu for Ins UGLtIOn
#and Security, when necessary, Lo effect changes'§n security
c13881f retions of intellirsence materials, R

% =

i

R ',w‘p.. e

4
Yoo
¥

. ¥
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FGgEMINATION BRANCH -mﬂ'f |

’
1... Coordlnates inter-deparfmental dissemination
disseminstion of intelligence meterials,

sl

to elirinate duplication and to insure adequete and“timOIY‘ée'
4F

52. Determines "nhernal Cli and further evternal dist

ritution for all inkelli.ence ragh ‘ials received in CIA
from other I'ederal intelligence sgencies, A :

with ICAP3, Reference Center, and ORE Plens and ~olic

v Staff to determine disseminajpeh requikre- '

inteiligence raterials sp901fical*w requested by Collection

4. Identifies X X Directive action and determine g
distribution for such raterials. .

5, Prescribes ond directs

distribution for CIi-produced intellirence information.

g : 7
6. Effects the coordiration and formulstion of disseminstion-petierns for CI/-produced intellirence and disseminates
accordingly. : o .

r»; ‘
7. Reviews all cables received from Federal i t¢;1gedbe agencies to deuufm1ne distribution wihin CI’

#:
CI’ and further
distribution to other government agencies

8. In accordance with 2TL security po]ﬁcies: i . LI
8. Insures the secur’ty of recipients of CIA 1nt6713genne reterials, o,
b. OCharges grede elessificstion or declassifies items of CIA inlelligence when recuested, 5
c. Rev

ews inteiligence materials wiiich originates outside CIA for the purpose of recommending to the
inator that such rroterials bhe np-or-dosn-graded or declassified,

V1
orizg

" Prescribes snd conbrols the P
ﬁeai" ry to CIA recipient or dispa

low of #?1 infe’ligence materials from receipt inbto or origzin within CIA to
atch ontside of the agency.

[ N
g o N

Directs overall disseminetion of materials and recomrends action for problems which

)
e}
s
w
g
.

Mair.ains close

cooperation with Ixecutive for AZM in vpgard&to collection activity, reproduction of inse}
courier and/or messenger service,

RIS+ 30 T MEUR Sk




R —
Sanitized - Approved For Wﬂ v _
Release : N _____\_I
CIA-RDP51-00049A000100020
( REQUESTBD NATERIALS prsssMINAngp i
( _ . g < : : _?\

DISSEMINATICE ERANGH ] " 7y
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P

: " , . REQUESTS FOR FIELD ACTION
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1

BOreaoHre o

COLLECTION DIVISION b

OUTSIIE

AGENCIES
ALL

DISSEMINATION
BRANCH

L

_

DISSEMINATION OF ALL REQUESTED MATERIAL \

|

|
|

REQUESTS
Collection Directives

DtmOEO 0 W
8. l L
b P

L% |

—

«# DISSEMINATION TO THE REQUESTOR AND OTHER INTERESTED AGENCIES
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v s

LEGEND

O . OPERATION

INSPECTION

O TRANSPORTATION

STORAGE

~———em—— ¢ Indicates normal flow of inielligence
information faceived in response to a
Collection Directive,

;-_- : Indicates additional steps in processing
' . if the information received is on a
loan basis,

——— ¢ Indicates the administrative processing
carried on in Dissemination Branch, 0CD
after the Information Material has been
dispatched to the Reqiestor,
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"OONEPDRITPAL

1, Receives intelligence from Central Mail

2. Date and time stamps

3. Assigns CIG number to material

4. Attaches "Loan S1ip* (Attachment "M")
and fills out: A LOAN DOCUME]
a, date material to be
returned to supplier
b. CIg number
c. Agsncy number (supplying agency)

5. Places in typist tray

6. Identifies CIG numbgr, security classification,
source, date received, number of copies,
transmitting agency, date of doucment, agency number,
subject, CD number in.nd designate loan status

7. Prepares form 35-2 "Files Slip" (Attachment "I")
. | H :

8, Staples ‘4 copies of [35-2 to material

Sanitized - Approved For
Release :
CIA-RDP51-00049A000100020

NFO_DISTRIBUTION UNI'

Incoming Clk Iypist ~ Loan (|
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Release :
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DISSYEMINAIIO& BRANCH, OCD

Reading Clk. Reader

1 - 3

et
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9, Clips 1 copy 35-2 on top of material Release :
CIA-RDP51-00049
002-4

!

10, If a loan dot.:ument,'routes to l;nn clerk

11, Types 1‘ copy 35-2

12, Files b}f(?I,é number.

13, Loan cl;;rk carries ‘;o Readdt & Glerk

14. Transmit;ted to m Clerk V . A ‘ - |
U/

15, ReceivesI material ax;d attachmant-s

16, Beading’(lérk.pulls CRzgnd CD from file and attaches
to material

17, g;x:acks"ﬁequﬂremeﬁb -8 Tndex fro appropriate subject
s

Sanitized - Approved For



18.

19.

20,

21.

22,

23.

25.

Attaches index cards to material

Sanitized - Approved For
Release :
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| 002-4 \'

5 {

-]mﬂ, DISTRIBUTION UNIT, CENTRAL REC,

Incoming Clk. Iypist  Loan Clk,

Hands materials with CR, CD and index cards

attached to Reader

Analyzes materials.in conjunction with the

60-1,(CR) and CD apd index cards

Indicates distribution and loan retention

date on form 35-2

Where necessary instmucts Reading Clerk om

preparation of appropriate Transmittal
Sheet,

Hands to Reading Clerk
i
|

Types transmitta 1 ;sheet

Han;:is 'éo Readér 7

Sanitized - Approved For |
Release : |

DISSEMINATION RANCH, OCD

Reader

Reading Clk,




26, Reviews and initials transmittal sheet

27. Hands 1;0 Clerk

28, Attaches transmittal sheet to outgoing
material,
a. Attaches ALT Sheet (Attachment "g")

if the material completes the CR

29, Transmits outgoing material to I.D.U.
With attachments:

&, Loan slip (if a loan)
be A&LT Sheet

. Transmittal sheet

30, Notes receipt o material on CD

31, Transmits CD and CR to Record Clerk

32, Returns index cards to file

33, Receives CR and CD

34. Records Reader's action on Control Card

as shown on CR and €

35, Returns CR and CD tp Reading Clerk

36, Receivex CD %and laces i
Recetres, 6 sa3,® fand places 1o

PP .8

|

|
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anitize

N

REQUESTING OFFICE
OR INDIVIDUAL
WITHIN C.I.A.

—
PN Checks own files
i | for materials

. /Wounm to Request Control Unit, Collection
P Piv. (Indicates that Library or Registers
| /unﬁ been checked)

1

3.
x/ If not procured in steps 1 & 2:

Prepares Collection Request (60-1)in 6 copies.

REFERENCE CENTER
LIBRARY * AND
ALL REGISIERS

| Vv /
oy

cwﬂooa\mﬁon:&osoud if avsilable

in, or through collection functions
of, library and registers. (If not
available, a list of suggested
sources is given)

REQUEST CONTROL UNIT
COLLECTION DIVISION

~
O
\o H O o— ...\,.V C [
Receives Tequest Checks to--see if
and time stamps Reference Center has

been checked by
requester

>(6) :
Inspects’to elimin=
ate duplication. Def=~
ines & clarifies
the request

\,
Indiciates assign-
ment to approp-
riate Procurement

Desk

Now
Pre
car

PROCUREMENT SECTION
COLLECTION DIVISION

0.0.,0.5.0. AND
OUTSIDE AGENCIES

DISSEMINATION BRANCH
REPORTS & ESTIMATES
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TN
— ()
1 Sends action copies of C.D, to
{ \ the collecting activity. Sends infor-
mation copy of C.D. and the Request

' \to Dissemination Branch,(Statistics & Services)

2N
Posts completion EY
information and f
closes out C,D, and .
Collection Request !

¢

N

\ " 16)
\ Procures and assembles
\ requested materials

A
Receives 0} copies, sets Matches materials against
up nec#ssery controls C.D. and Collection Request

7\19

bwmmo@anm to requester and other
interested agencies. Notifies
Collection Division of materials
received in response to the request

Sy
P
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A I
gIGIlATING

Q > (§ _______ Enters C.D. info E,‘ ‘}U

Tes eomtzel  Stndfo approp- e folder and suspense dat fonoes aod motas
- 0. Lol

and C.R. Folder ;i::’ P’;; ° files o on control card

, J
' Y - /
10 ) >
Drafts Collection Plan ¢.D. Reviewd-and signs
Drafts Collection Directive
! = —
v

~CONFBEMTIAL

L Sanitizpd - Approved For




